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Overview
• Who is OA

• 120-Day Rule (Scroll)

• The Process

• MyPay

• PTAD



Officer Programs 
Section

OP Medical
HN Wears

MCRC OCS Liaison
MSgt Pagaragan

OP Medical
HM1 Gilliard

Officer Programs
LtCol McMillon 

HEAD OA
CWO3 Bare

Unit Diary 
Sgt Boada 

Deputy OA
Mrs. Rose

RAD/Appoint
Admin Chief

HR Tech
Programs Admin

Mr. Bartelt 

Programs Admin
Pers Supv
Ms. Offer

HR Tech
Programs  Admin

Mr. Bing

SNCOIC/Admin
SSgt Villalobos

Operations
MSgt Clark

NAMI Liaison
SSgt Travis

HEAD ON/E
Capt Scott

NROTC Coord
Mr. Verbois

Warrant Officer
Mr.  Reidenbach

Enlisted
Pers Supv

Mrs. Lomax

Naval
Pers Supv

Mrs. Coppage

ECP/MCP/RECP/MCPR

Mrs. Northan

MECEP
Ms. Spencer

NROTC Coord
Ms. Lang

Deputy Officer Programs
Mr. Jovich

ADOS Officer in ON/E:
1)Martinez,  Luis  Capt 

USNA Personnel in OA:
1)Tedeschi, Richard 2nd Lt TBS  7-11
2) Rose, Michael 2nd Lt TBS 1-12
3) Neely,  Enick 2nd Lt TBS 7-11

In Bound:
None    

Out Bound:
MGySgt Bartley (retirement)
SSgt Satterfield (retirement)

Additional Personnel:
GySgt Staten OCS Liaison Adm
GySgt Brown ON/E Adm
Cpl Guillaume OA Adm

Admin

Admin
LCpl King

AVT
HM3 Nicholson

*Yellow- indicates departure with 6 months



OA Contacts
• CWO3 Bare - Head

• Mrs. Rose- Deputy

• SSgt Villalobos– OA Admin Chief

• Ms. Offer – HR Supervisor

• Mr. Bing – RFA Tech

• Sgt Boada – Admin Clerk

• Mr. Bartelt – RFA Tech

• Cpl Guilluame – Admin Clerk

• LCpl King – Admin Clerk



120-day Policy
• MOI will submit Request For Appointment 

(RFA) 120 days prior to requested commission 
date

• Marine Corps Policy (MCO P1100.73, MPPM)

• CG MCRC FROST Call 014-09



120-day Policy (Why?)

• Candidates must be approved for an 
appointment by the President of the United 
States 

– Title 10 USC Sections 531 and 12203

– Authority delegated to Secretary of Defense

• A candidate “requests” appointment

• CG MCRC nominates by placing on “scroll”



120-day Policy

• Names are pulled from MCRISS quarterly (MCRC 

ON/E places into MCRISS)

• Scroll is created

• MCRC sends scroll to OSD

• Routed 

– G-3       CG      DC M&RA      CMC     SecNav OSD 



SCROLL PROCESS
• Scrolls:  CG MCRC candidate nominations to the Secretary of Defense

1. Every officer must be approved for a commission/appointment by POTUS

a.  POTUS delegated the approval authority down to OSD in 1982

b.  Regulation is Title 10, Sec(s) 531 and 12203

2. SCROLL is pulled once a quarter

3. MCRISS Disposition

1. Projected Commission Dates must be accurate

2. Program Category & Program Qualified

4. The Scroll is generated by OA. 

5. This is the same process that officer promotions follow. 

a.  It takes 45-60 days for the scroll to get approved.  Only qualified applicants/candidates 
are supposed to be scrolled.

All the services are asking that the scroll process be reviewed by the OSD staff. Goal is to 
eliminate the need for “hard” copy scrolls to be submitted. “Soft” copy would streamline 
the process and shorted the requirement by ~ 30 days.



WHY IS THE RFA SO IMPORTANT?

• Provides the source documents to verify a 
candidate/MIDN is mentally, morally and 
physically qualified to be an officer.

• It is the catalyst for the Marine’s Official 
Military Personnel File (OMPF)



REQUIRED DOCUMENTS
• There are many required documents depending on 

the candidate’s situation but here are a few of the 
standard documents :

– CHECKLIST

– ON/E Information Sheet– this document solicits 
information from the candidate; “yes” answers require 
additional documents

– Current and past DD4s (contracts), DD214s, NGB 
form 22, release orders



REQUIRED DOCUMENTS

– Current service agreement

– Waiver approvals

– Certified  copy of birth certificate or verification

– Certified copy of the SSN card (this is on the new checklist)

– BUMED/NAMI

– Test scores 

– Clearance letter or JPAS screen showing current and valid 
security clearance



SPECIFICS
• “YES” answers on the ON/E Information Sheet 

require explanation and additional documents 
(police records, drug statements, DD785)

• Documents need to be READABLE! If you cannot 
read them, MCRC will not be able to read them!

• Ensure DD4s are valid, signed and in date order



PRIOR SERVICE

• If a candidate is prior service, all documents 
used to verify the prior service will be 
included in the RFA

• DD214s, NGB form 22, release orders, release 
message, DD4s



MCRC QC Process
• MCRC verifies if the applicant is mentally, morally, and 

physically qualified to accept a commission

– Waivers 

• RFA source documents reviewed

– Readable? 

– Missing?

• Prior Service

– PLC



MCRC QC issues
• Verification of academic status – need official transcripts in 

the RFA

• Missing DD 4s (enlistment contract) – cannot receive 
creditable service

• Missing documents that verify a “release” from prior service 
(DD 214s, NGB Form 22, DD 785)

• Citizenship – must show proof of US citizenship. Cannot 
receive a security clearance if a dual-citizen. 



QC Issues
• “Certified True Copy” – you can only “certify true 

copy” a copy of an original official document. You 
must include the name and rank of the officer that is 
signing the document. 

• An unofficial document that is stamped “Certified 
True Copy” is still an unofficial document that is now 
certified as unofficial! 



QC Issues
• Missing or expired security clearances – verification 

of approved or “open” security clearance is required 
in the RFA.

• Verification of security clearance will be the JPAS 
screen. The screen should contain a case number in 
order to be valid.



TBS Process
• How does my Candidate/Midshipman get a class?

• 300 maximum load

– 275 for MCRC (this number is readjusting for FY12) 

• 1925 seats possible limited to 1750 mission (FY 11 = 1650 active + 
100 reserve slots)

– 25 for TBS

• Reservist (careerist/intersvc transfer)

• RAD

• Mike Company (Recycles/medical issues)

• International Officers (normally 6 in each class)



TBS Process 
(issues that can affect a class assignment)

• USNA issues

– Mandatory assignment

• Lawyer issues

– 10 per class

– Bar failure goes Ground

• 33 % attrition at OCS (currently lower)

• Medical and Legal issues



TBS Process

• Source

– MECEP/MCP

– NROTC

• Program

– Ground

– Air

– NFO

• Requested Appointment Date

• Special Request



TBS Process

• 1A: Oct – MECEP, PLC, NROTC

• 2B: Dec – Fall OCC, ECP, NROTC, PLC

• 3C: Mar – Winter OCC, ECP, MECEP

• 4D: Apr – MECEP, NROTC, PLC

• 5E: May – USNA, MECEP, MCP, NROTC, PLC

• 6F: Jun – USNA, MECEP, NROTC, PLC

• 7G: Sep – Summer OCC, MECEP, NROTC
• FY12 = No 7-12. This will change FY12 class breakdown. OAWG is on 21 July.



OA Commissioning Docs Process
• Verify commission date (RFA letter and MCRISS)

• Verify end of contract date based on service 
obligation

• Create and print NAVMC 763

• Create and print parchment (warrant)

• Create and print orders



OA QC Process

• Final Screening (what must happen prior to signing and mailing)

– Mentally, Morally, and Physically Qual’d

– Scroll – was he/she scrolled?

– Documents - are all docs complete?

– Policies - are there any new policies?

– TBS - is the MIDN assigned to a TBS class?

– MCRISS (input is currently completed by ON/E)



Commissioning Docs 

• MCRC OA 

– Goal is 30 days for comm docs to be mailed

– Last minute changes or ETPs prevent the 30 days 
from occurring which requires administering a 
commissioning ceremony with scanned or 
emailed docs.



Commissioning Docs Process
• MOI will audit the NAVMC 763 (Appointment Acceptance 

and Record) upon receipt
– Instructions Memo (please read)
– NAVMC 763
– Parchment
– Orders (received if reporting to TBS in the same FY of 

commissioning)

• Ensure dates are consistent with requested commissioning 
date

• If commissioning btwn 1 May and 30 June, DOR will always 
be the same as the DOR for the USNA class that graduates 
during that year.

• Prior to commissioning, the MOI MUST verify degree 
completion



Acceptable Proof of Degree/Degree 
Requirements

• Proof of Degree (POD) must accompany the signed 
NAVMC 763

• An official transcript, bearing the raised college seal, 
with a notation of graduation; or

• Certified true, legible copy of the degree awarded; or

• A letter bearing the college seal from an appropriate 
college official verifying that the applicant has 
satisfied all degree requirements and will be 
awarded that degree on a specific date.



Transcript Proof of Degree
examples of “not acceptable” PODs



Letter Proof of Degree
example of an acceptable POD



Other Issues
• New Lt calling MCRC with questions

– Chain of Command

• Commissioning documents not returned in a 
timely manner. Please read instruction memo. 
If documents are not returned in a timely 
manner pay will be affected.



Unit Diary Process

• Commissioning Docs Returned

• Signed 763s  

– OMPF most important 

• Audited again

– PROM BR

• Sent to MMPR-1 for Blue Book and Lineal List

– OQR

• Right side of OQR

– INDIV



Unit Diary Process
• Marine (MECEP, MCP)

– Reported on UD by MCRC OA

• NROTC
– MCRC sends to MARFORRES for ECCO Accession

• Filed in RFA
• TRICARE benefits cannot start until MCRC receives the 

763 and POD. 
• Lt is eligible to get an ID Card after MCRC receives the 

763 and inputs into MCTFS
• The Lt should wait 7-10 days before attempting to get 

an ID Card (applies to NROTC)



Other Issues
• New Lt calling MCRC with questions

– Chain of Command

• Commissioning documents not returned in a 
timely manner. Please read instruction memo. 
If documents are not returned in a timely 
manner pay will be affected.

• Once commissioned, the Lt continues to 
report to the MOI until he executes orders to 
TBS



MyPay Account

• Don’t have one, get one

– https://mypay.dfas.mil/mypay.aspx

• Without it – no pay

https://mypay.dfas.mil/mypay.aspx




PTAD for FY12

• There is no PTAD for FY12

– Affects NROTC and PLC only



TBS Process

• Prior to TBS

– Audit roster (OA sends out about 45 days prior to 
class rpt)

– Orders issued 

• Lt reports to TBS (TBS checklist located on TBS 
website)

• RFA kept at MCRC until TBS complete

• MCRC forwards to MMSB for creation of 
OMPF



OA Contact

• Phone

– DSN:  278- 9439, 9440, 9441, 9449, 9450, 9451

– Commercial:  
• (703) 784- 9439, 9440, 9441, 9449, 9450, 9451

– FAX:  (703) 784-9689

• Mail:

Commanding General

Marine Corps Recruiting Command (OA)

3280 Russell Road

Quantico VA 22134



Questions?


